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Cl ass Specifications
for the C ass:

TAX ASSESSOR | (Office Audit)

Cl ass Di sti ngui shers:

Manageri al Responsibility: This class reflects a branch
chi ef responsible for managing office audit operations in the
State's principal tax district through subordi nate supervisors.

Compl exity: Plans, organizes, directs, coordinates and
eval uates operations for the conduct of office exam nation of tax
returns filed for incone, general excise, and m scel |l aneous
(e.qg., liquor, tobacco, transient accommodation, rental notor
vehicle, etc.) taxes, and the resolution of tax return errors;
determ nes goal s and objectives and devel ops operational policies
and procedures for the branch; coordinates with other branches in
the division to maintain consistency in the interpretation and
application of tax laws, rules and regul ations; provides tax
exam ners with technical advice and gui dance on highly conpl ex or
controversial tax issues; conducts taxpayer conferences to
resol ve tax di sputes; approves/di sapproves penalties and interest
on taxes owed, within established limts, and refund or
overpaynent clains; and represents the departnent in appeals to
the Board of Review for cases exam ned by the branch.

Personal Contacts: Personal contacts are varied and include
frequent contacts wth the taxpaying public, certified public
accountants, attorneys, tax preparers, and others, to settle tax
di sputes; business and civic | eaders to answer inquiries and
provide information on tax |aws, rules and regul ations; and ot her
di vi sional branches to coordinate tax assessnent efforts and
mai ntain uniformty in the interpretation and application of tax
| aws.

Supervi si on Exercised: Supervises a staff of technical and
clerical positions through subordi nate supervisors.

Supervi sion Received: The sole position in this class works
under the general direction of the Taxation Conpliance
Adm ni strator, according to broad guidelines and techni cal
program st andards provi ded by departnental and divisional staff.

Ful | Performance Knowl edge and Abilities: (Know edge and
abilities required for full performance in this class.)
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Know edge of: State and related federal tax |laws, rules and
regul ations, and net hods and practices in the adm nistration of
such laws; office audit operations, policies and procedures;
report witing; public relations; and principles and practices of
supervi sion and managenent.

Ability to: Plan, organize, direct and coordi nate tax
returns exam ning operations; interpret and apply tax laws, rules
and regul ations; nonitor and evaluate office audit operations;
anal yze and eval uate technical information, and nmake deci sions on
conplex or controversial tax liability matters; prepare reports
and correspondence; speak effectively before individuals and
groups; deal effectively with taxpayers, tax preparers,
attorneys, tax accountants, and others; and supervise the work of
ot hers.

Exanpl es of Duties: (The position may not be assigned all of the
duties l1sted, nor do the exanpl es necessarily include all the
duties that may be assigned. The om ssion of specific statenents
does not preclude managenent from assigning such duties if such
duties are a |logical assignnment for the position. The
classification of a position should not be based solely on the
exanpl es of duties perforned.)

1. Pl an, organize, direct and inplenent programactivities,
i ncluding office auditing and operational strategies.

2. Fornmul ate office auditing operational policies and
procedures, and establish branch operational goals and
obj ecti ves.

3. Pl an, schedule, and prioritize work of the branch.

4. Plan and conduct tax return audit projects to assure
conpliance wth various tax |laws, rules and regul ations.

5. Ensure uni form application of statutes, rules and
regul ations within the branch and in coordination with other
offices within the departnent.

6. Devel op office audit guidelines for the application of tax
l aws, rules and regulations in the exam nation process.

7. Confer with taxpayers or their representatives (e.g.,
certified public accountants, attorneys, tax preparers,
etc.) on disputes of tax assessnent.

8. Meet and confer wi th business | eaders, comunity
organi zations, and the general public to provide
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clarification or explanations of tax |aws, rules and
regul ations, and tax filing procedures.

9. Serve as wi tness, issue subpoenas, question taxpayers under
oath and argue branch appeal s before the Board of Review.

10. Serve as witness in Tax Appeals Court.

11. Approve/ di sapprove tax assessnment penalties and interest
W thin approved limts.

12. Recommend approval or disapproval of warrant vouchers for
clainms of refund or overpaynent of taxes.

13. Review conpl ex and/or controversial tax assessment cases to
assure conpliance with various tax | aws.

14. Keep abreast of changes in Internal Revenue Code and State
tax |l aws, and research various tax services, Attorney
General opinions, nmenoranda, policies, rules and
regul ati ons. Recommend changes in policies, |laws, rules and
regul ati ons.

15. Review and approve expendi tures and prepare budget
esti mat es.

16. Prepare correspondence to taxpayers and/or taxpayer
representatives.

17. Recommend for approval various personnel actions including
disciplinary actions; and participate in grievance actions.

18. Supervise a staff of tax return exam ners, tax clerks and
clerical support, through subordi nate supervisors.

This is the first specification for the new class TAX
ASSESSOR | (Office Audit).
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